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1 Request ing Agency 

AHEB AR8SDSL COURFX 

2. Division or Bureau of Requesting Agency 

tasaumm VSPHOWSS 
3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
additional accumulation is - antici

pated. Records have ceased to have value 
to warrant retention. • 

B 
Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicated. 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time' indicated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form'number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet ) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

Form Ho. i Iteniiistafr'Band t-2k3&? 

Quantity! $0 oxMo feet 
File Ayiiaagaaaati By District and alphabetical therein 
Antral AecumOAtlcat 2 coble fleet 
Disposable Aaouatt Mont 

• " \ 

The Master File i « tha first of tferee series of tubulateng cards. 
The cards In this series are sclnon colored* and them la a eat of 
cards for each piece of real jmu§wty appearlns in the Field Book 
of Assossaents* Eacb sot Is eoaposod of at least three cards, one 
showing too amamt of ooao»tataat» one too location of too property* 
and one too aaae sod address of the CM&er« All iBferaatiea on may 
card appears both la prose end p«acb-helo for*. All infaraatica 
la too file la based on too Hold Book of Asseeaaoats, and any 
changes ttaeo In too Field Seek of >iiassoo»ntii ere at ones entered 
in the Haater rile* 
the feature vbleh distinguish** ttm Master File fro* too otter too 
eeriea of Tabulating Cards is its «mifl«awt« Unlike toe other too 
series the Master File Is arranged in the esea aawnar - elpbabetieal 
vltbin oletrlete * as the tax account aeebere ere erieoeeo^ end theref 
fore only the Jfaster file is or can be esea to keep track of Aoeotet 
Rubers and assign now ones, the Master File is else oaed to find 
ell property in any dUtrlot owned by e single person* Except in 

7. Agency, Division or Bureau Representative 

Signature Title Date 
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2. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet ) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

ttrrangeaeat, the Master File la an exact duplicate of the Assessors 
File, find serves &» a security copy thereof. 

V&sn any cbangs occurs la asssssmant* property lima, or ouner the 
appropriate cards are renoved and replaced with new cms containing 
the changes, the old cards are then filed alpiiabetically by dis
trict In a Dead File, vliich accssnuQUtes at the rat© of two cubic 
foot par year* Cards in tha Dead File have no value other than to 
serve as checks against errors in transcription. 

EETAIB units CURRSOT FOI mass WARS ARSS CUNSKJI 
fO BEAD FILE A23T> THS8 IKiSTRCY. 

TABULATE CAIEDS -__ASS%Sra&»S FH& 

Form Bo*« Sesilx̂ toô axtd P-2U30? 
Siset * 7 3^5* 
Datess 1955 - -
Quantity 59 cubic feet 
File ArraBgoaontt Piotrict, cab-district, and alphabetical 

therein 
Amraal Accumulation: 2 cubic feet 

Tho Assessor's File is tits second of three eeriea of tabulating 
cards. The cards in this series are yellow, and are exact dupli
cates of the cards in tha Haster File series. 

Toe Assessor* s F Ha is exactly reproduced each October 1st to mate 
the tax File, and tliis is Its only purpose. 

Changes are aade in the Assessor* o File in the earns manner and at 
tha sane tdtae as they are node in the Haster file. A Dead File is 
thus created vhich is an exact duplicate of the Master rile Dead 
File. The Assessor*® Dead File la considered noiwecord vlthin the 
neanlrki; of the statate severning non-record aeteri&l. (Article hi, 
Section 155, Annotated Code of Maryland, 1951 Edition). 

KSBQWSEBDSSICSit EETAifi UilLR CURftg-IT AJS T&JH PSSXRCY. 

TABULATING CARDS - TAX TUE 

Fora No*: Reainnton-nand P-2U3D? 
Sisei x 7 3/6" 
Datest 1955 - • 
Quantity: 50 cubic feet 
File Arrangements Annual, then by district, sub-district* and 

alphabetical 
Annual Acctwulaticns 50 cubic feet 
Audit: Annual outside audit and State audit 

Tho Tax Tile Is the third of three ceriso of tabulating cards. The 
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5. Description of Records 

Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

OBrdo ia this eeriee en mtnlTfti They ere first nede by duplicating 
ttjiiwaaaf1! FUa oa October 1st, load an then eant to * eootnto* 
tor to be run throogh on electric conpoter* The wyrtar finds each 
tax aaoant (by m&tlnlylng ••uuHieiint figans by tho tax rates) and 
records the exonnte on tha cards as coded poach holes* Tha Tax 
File cards are then retnrned to the Tabulating Dopartnant. At thia 
staga, they ecntain all lnf creation on too Assessors File and 
Haster File as of October let, and in addition contain too conpatwi 
tax figures* 

Two racoorda of tha Treeaarer are prepared by tabulating the Tax File 
the Tax ludl and the Tax llille* Th» Tax File la also asad to bal
ance daily receipts against tho Traaaurar»s Cash Register Tapes* to 
provide a brceledcwi of special tax foods each xenth for tha Finaneo 
Sepertnent, nod to tabulate the HlflflWr of *rripfrt̂ l accounts tiMsnovw 
yaoHlrad* 

The annual Tax File eventuallybreaks doan Into three subsidiary 

1« Paid Filsi As tax payments are ends, the cards are pulled^ 
pturtwd paid, end filed in on annual Paid File* 

£* Dnpatd Filet The eards representing f̂flpaftd aeeoanta at 
the end of a year constitute the unpaid File* t&on late 
psyssnts ore ends on these eeeeosts the cards are trans
ferred to tho Paid FUa* At tho end of too yean tho un
paid File is tabulated as a list of tax sale property* 
The unpaid File la uiiuil wTlj reduced to nothing by n -
demotions, tax oalo pmUtaaes or reversion of the properly 
to tho County* 

3* Dead Filet icasn a partial paynant la made to an account, 
the corresponding eards on loawad to tho Dead File end 
replaced by too new oets of eards, one ohoxing the psy-
xent node end tho other giving the *IRTFNFJ* balance* 

AH peynente to amounts are alao racwrded to the Tisauiaisi's Tax 
ntf\\ hooka* 

nmammaim* BETUM FOB mm TEARS CB OEEZL ASBKSD, vusassm. 
XS TIFFTCT, ABD f&Sf EBSSE0T* 

BML 1BCFERTT TAT FXX8 
Fen Ho*t NsBas Bujauit B&$20BL 
SLcet x XL* 
Datest 1951-195!? 
Quantity! 70 coble feet 
File Arrangsnenti Districts, sub-dlatriets, end elphabetleal 

The Baal Property Tax File ana etarted in 1951 and diacontinaed in 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet ) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

1S5£» uben it vas replaced by the tabulating cards. Like the 
tabulating cards, it is based on the Field B ook ol Asaesgeenta end 
was used to prepare the tax bills and the tax roll (tbsa called 
tax Levy Book). 

One card was prepared for each piece of property assessed. Entries 
abov description of property, assessed valuation of land end i » -

i,- account nuaber, ownership record* and for each year 
the cards had space for ten years* entries) the total valuation. 

County tax, State tax, special taxes, total tax, date paid, inter* 
oat, and balance due* All information on the cards is duplicated 
in the Field Book of Assesseaonta and the fax Levy Books. 

The cards era divided into o Fold File and an Unpaid Fila. All 
cards in- the Unpaid fila tall eventually bo transferred to the 
Paid File beosazse of redemptions, tax sale purchases or reversion 
of property to ths County, 

RETAIN rep. ream TSARS AFTER TRANSFER TO PAID PUS , 
AKD THEH BESTROT. 

IHCEEASB urn mcm&sB m ASSESSMENTSmm 

Dates: 1951 - - • 
Quantity* 7 cubic feet 
File Arrangement* Chronological 
Anneal Accux&laticas 1 cubic foot 
Disposable Aatountt 2 cubic feet 

The Supervisor of Assaseasnte prepares a pre-mwbered form in quad
ruplicate for each increase or decrease in asseaemnt. (See 
Schedule No. ,Itera 5) . The first ceĵ r goes to the Tabulating 
Departoent as its authority to replace the Tabulating Cards Kith 
new cards ahoeinc tba new assessasnt. Since 195$, ttoe seeond cops' 
has also been sent to the Tabul&ting Departoent as a spare copy. 
Informticn contained on the foras is peraanently recorded in the 
Field book of Assassasntd. The second copy is considered non êcordj 
vithin the aeania* of the statute governlnc non-record tsaterial 
(Article la, Section 15>, Annotated Code of Haryland, 1951 Edition). 
The recorsaandaticai below applies only to the first copy. 

Rac©sTE!©js,iorj« FSXAIB m± mm: TSARS AS& mm DSSTOCY. 
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5. Description of Records 
'Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet ) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

'IDS FOR CORHBCflOS OF THSASOKER'S AMD TiBOL&TXBQ 53SCGRDS 

. Slsei ©1» x8J« 
Batest 195©" • - " \ 
Qasntityi £ cubic foot 
File Arraijfeseaatt Alphabetical 
Annual Accaatnlattont J coble toot 

Tha Flnanoe Pupartoaut prepares a for* la duplicate tfcenever It lo 
naoeiaarji to correct too reeordo of the Tabulating Cspartaaant and 
too Treasurer. Both fores ere delivered to the Tabulating Depart-
aecrj&, Where m la Aled, end the other le passed on to the Treas
urer sod fl&ad in fale office* The fores ere lemotj In too eoriint 

1* Ŝ ahered «• tor changes Ja the eseeaeeble basis *• 

2» ttnHPBabered •»• for any other changes 

Entries sjhow Aiaorlption of. property, nana and address of cnner, 
explanation of oorrootiOQ, etstoesnt of correotion, date, eî poetore 
of authorised person, o certificate to be eoapleted by the Tabulat
ing OepartaKBst stating that the ©urrecticn has been conpoted, 
punched, IntorfUed, and foruardsd to the Treasurer, and e certifi— 
cete to be oooploted by the tvmtwew eteting that the correction 
bee been posted to the rolls* billed, nailed, and cleared for refund). 

lUjDUgtiflBMlTICHt ESTAXM TOR, TB&S TEARS AX) TB89 ISSSZfiOK. 


